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Business Process Description

This Work Instruction provides guidance on processing a DAI Premium Request. Premium hours are
hours worked over and above the regular Tour of Duty (TOD). The DAI Premium Request allows
Timekeepers and Supervisors to enter a premium pay request on behalf of an employee. Supervisors
may also enter a Premium Request for an employee who reports to their direct reports. Based on the
Agency configuration, once the request is approved, employee’s timecard automatically updates with
the request details or the employee manually enters the request details on the timecard. Users can also
submit a Premium Request on a Holiday.

The available “DAI Premium Hours” pay codes include:

Code | Description

CB Travel Comp Time Earned

CD Credit Hours Earned
Compensatory Time Earned
CE (Scheduled)

oS Overtime Scheduled
ou Overtime Unscheduled

Premium hours can be accounted for in two ways; either Cumulative or Daily, depending on the pay
code type and the number of hours requested.

e Cumulative — A cumulative premium request is for a particular duration. The Employee enters a
premium code, selects the duration within the Start Date and End Date fields, and enters the
hours in the Total Hours field. The Start Time/End Time fields and Calculate Duration button are
greyed out.

e Daily — A daily premium request is for an individual day. The Employee enters a premium code,
Start Date, End Date, and Start Time and End Times. Clicking the Calculate Duration button
computes the hours and populates the Total Hours field with the result.

The Calculate Duration function calculates based only the duration selected and not the Tour of Duty
record. DAI's Time Entry rules restrict entered time to 24 hours per day. If, for example, an employee is
scheduled to work 8 hours on a given day, then the employee cannot record more than 16 Premium
hours for that day. For Non Fixed Tour employees, DAI considers the employee’s work schedules hours
to determine the maximum Premium hours which can be recorded so as not to exceed 24 total hours
per day.

With overlapping logic, employees cannot submit multiple daily premium requests for the same duration.
However, employees can submit multiple cumulative requests for the same duration. No accrual
balance validations are performed for Premium hour requests. Employees can view accrual balances by
selecting the Accrual Tab. The same accruals shown in the timecard and in Absence Management will

R12_WI_OTL_Premium_Pay_Request_Supervisor or 4
Timekeeper.docx



Premium Pay Request —Supervisor -Timekeeper Bﬂf

Defense Agencies Initiative

display in the Premium request. The accrual balances also appear in the approval notification.

Approval

Based on Agency configuration for daily Premium Requests, the premium hours may be automatically
entered onto the timecard upon approval. For agencies that to not utilize the automatic timecard update
functionality, users must manually enter the premium hours on the timecard.

The automatic timecard update functionality is not available for cumulative or retro pay period premium
requests.

Retro Premium request

Cumulative Premium requests cannot be submitted in retro.

Daily premium requests can be submitted in retro (after the pay period is over); the system validates the
hours requested match the timecard hours.

Trigger: An Employee needs enter “Premium” hours on their timecard by submitting a Premium
request to their Supervisor.

Prerequisites

* The employee is in the DAI hierarchy approval flow.
* Project and Task values are all linked to the employee.
* The employee’s Tour of Duty exists.

* The supervisor or authorized delegate is in the hierarchy approval flow with a link to the
employee.

* An Employee must be in a Timekeeper Group in order to create a Premium Request.

Responsibilities
e OTL Supervisor Approver

e  Super Timekeeper

Menu Path

e  DAI Premium Request

e  DAI Premium Request
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Supervisor’s Entry of a Cumulative Request

Start the task using the following responsibility and menu path to open the DAI Premium Request
screen:

Responsibility: OTL Supervisor Approver
Menu Path: DAI Premium Request

4 OTL Supervisor Approver TMA I
L;J Advanced Worklist
DAI Premium Request I
Time Entry

Timecard Status Dashboard
DAl Absence Management
> B Reports

R12_WI_OTL_Premium_Pay_Request_Supervisor or 6
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OTL Supervisor Approver TMA ) © x £, | Loggedin AsHARDY.ROBINLOU  f]

People in Hierarchy

)

apse All

Assignment Number Job Department Action
HARDY, ROBIN TMA

Return ge

2. |Click the Arrow icon to the left of the Supervisor’s name to display the list of employee’s this
Supervisor can create a Premium Request for on their behalf.

Note: If a Super or Limited Timekeeper accesses DAl Premium Request, they will first need to
perform a Search for the employee’s name. Once completed the employee’s name displays with
an Action icon to start the Premium request process.
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Supervisor’s Entry of a Cumulative Request

|
W OTL Supervisor Approver TMA A O & $F., | LoggedinAsHARDY.ROBINLOU

People in Hierarchy

BEoR
ollapse All
Assignment Number Job Department Action
HARDY, ROBIN TMA 13
) SERVICE, STEVE TMA 13024 Accounting (0510).0510 DHA BUSINESS INTEL _ ANALYTICS - M333000 i
SERVICE, STAN TMA 13027 Accounting (0510).0510 DHA BUSINESS INTEL _ ANALYTICS - M333000 i
SERVICE, SCOTT TMA 13028 Accounting (0510).0510 DHA BUSINESS INTEL _ ANALYTICS - M333000 e
SERVICE, SIMON TMA 13030 Accounting (0510).0510 DHA BUSINESS INTEL _ ANALYTICS - M333000 i

Return to Main Page

Click the v expansion icon to the left of an employee’s name if applicable. This displays the
direct reports of this Supervisor.

Note: Only the OTL Supervisor Approver responsibility has this expansion option.

People in Hierarchy

4> HARDY, ROBIN TMA >

¥

Focus Name

4 SERVICE, STEVE TMA
SERVICE, SALLY TMA
SERVICE, SAMANTHA TMA

SERVICE, SUSAN TMA

Return to Main Page

pervisor Approver TMA Logged In As HARDY.ROBIN.LOU

People in Hierarchy
ERoRE

Expand All | Collapse All

Focus Name Assignment Number Job Department

4 HARDY, ROBIN TMA

& 4 SERVICE, STEVE TMA 13024 Accounting (0510).0510 DHA BUSINESS INTEL _ ANALYTICS - M333000
SERVICE, SALLY TMA 13025 Accounting (0510).0510 DHA BUSINESS INTEL _ ANALYTICS - M333000

SERVICE, SAMANTHA TMA 13026 Accounting (0510).0510 DHA BUSINESS INTEL _ ANALYTICS - M333000 3

SERVICE, SUSAN TMA 13029 Accounting (0510).0510 DHA BUSINESS INTEL _ ANALYTICS - M333000 =3

SERVICE, STAN TMA 13027 Accounting (0510).0510 DHA BUSINESS INTEL _ ANALYTICS - M333000 =3

SERVICE, SCOTT TMA 13028 Accounting (0510).0510 DHA BUSINESS INTEL _ ANALYTICS - M333000 =3

SERVICE, SIMON TMA 13030 Accounting (0510).0510 DHA BUSINESS INTEL _ ANALYTICS - M333000 =3

Return to Main Page

4. |Click the Action icon for the desired employee.
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D

Supervisor’s Entry of a Cumulative Request

Premium Requests Summary Page

Employee Details

Employee Name SERVICE, STEVE TMA Employee Number 13024
EMail Address STSERVICE DHAMIL iness Group  Defense Agencies Initiative Business Group
Supervisor HARDY, ROBIN TMA Organization DHA BUSINESS INTEL _ ANALYTICS - M333000

Premium Request Summary = Accrual Balances

Simple Search

Type [v] Status V]
To Date o

Go  Clear

Duration (Hours) Request Type Premium Code Status
23-May-2016 24-May-2016 1 Cumulative CB - Travel Comptime Eamed Pending Approval
09-May-2016 09-May-2016 2 Daily OU - Overtime Unscheduled Pending Approval
16-May-2016 17-May-2016 4 Cumulative CB - Travel Comptime Earned Approved
02-May-2016 02-May-2016 1 Daily 0OS - Overtime Scheduled Approved

Attachments

Details

=

&
&
=

Update

Withdraw
B
]
B
B

5. |Click the Create Request button to start the Premium Request process on behalf of an employee.
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Supervisor’s Entry of a Cumulative Request

Premium Request Details

Select Request Type, Premium Code, and enter any other information you want to record for your premium request.
* Indicates required field

Cumulative
Dail Request Type |

CB - Travel Comptime Earned
CD - Credit Hours Earned

CE - Compensatory Time Earned (Scheduled)
OS - Overtime Scheduled

QU - Overtime Unscheduled

Calculate Duration

I * Request Type

I * Premium Code

(remium code]

me

Enrmat- HH9D.

Duration

Total Hours |

Comments

6. |Click the drop down arrow in the Request Type field and scroll to select “Cumulative”.

a) Click the drop down arrow in the Premium Code field and scroll to select the desired
value.
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Supervisor’s Entry of a Cumulative Request

Select Request Type, Premium Code, and enter any other information you want to record for your premium request.
Indicates required field

* Request Type Cumulative| V|

* Premium Code CB - Travel Comptime Earned
* Start Date Y * End Date e
Duration
Start Time End Time

Date Format: DD-MON-YYYY (12-AUG-2014), Time Format: HH24:MI (00:00-23.59)

Total Hours Calculate Duration

Comments

Absence Details: Partial screen

7. Enter the Duration section with the Start Date and End Dates in the format DD-MMM-YYYY or
use the Calendar icon to select the appropriate dates.

Note: When using the “Cumulative” option, enter hours manually The “Calculate Duration”
button is not active.

Select Request Type, Premium Code, and enter any other information you want to record for your premium request.
Indicates required field

* Request Type Cumulative
* Premium Code CB - Travel Comptime Eamed

* Start Date  23-May-2016 (&  *EndDate 24-May-2016 (@

Start Time End Time
Date Format: DD-MON-YYYY (12-AUG-2014), Time Format: HH24:MI (00:00-23.59)

Total Hours |:| I Calculate Duration

Comments

Duration

8. |Click in the Total Hours field and manually enter the requested hours.
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Supervisor’s Entry of a Cumulative Request

Cancel Save Next

Select Request Type, Premium Code, and enter any other information you want to rec
Indicates required field

* Request Type Cumulativel‘
* Premium Code CB - Travel Comptime Earned v

* Start Date  23-May-2016 (@ *End Date  24-May-2016 [

Duration
Start Time End Time

Date Format: DD-MON-YYYY (12-AUG-2014), Time Format: HH24:MI (00:00-23.59)
Total Hours Calculate Duration

Comments Add comments here if necessary. |

9. |[Click the Next button to process the validations for the Premium Request.

a) Click the Cancel button to remove/delete the Premium Request. If this option is selected,
a warning message will display allowing the cancelation to be reversed.
* Click the Yes button to continue with the cancelation.
* Click the No button to return to the previous screen.
b) Click the Save button to keep the Premium Request for a future submission. The screen
will return to the Premium Requests Summary Page and the saved request will be listed
at the bottom of the page

R12_WI_OTL_Premium_Pay_Request_Supervisor or 12
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Supervisor’s Entry of a Cumulative Request - Add Attachment

Select Request Type, Premium Code, and enter any other information you want to record for your premium request.
* Indicates required field

* Request Type Cumulative| V|
* Premium Code CB - Travel Comptime Earned v

* StartDate  23-May-2016 (e  *EndDate 24-May-2016 (@
Start Time End Time
Date Format: DD-MON-YYYY (12-AUG-2014), Time Format: HH24:MI (00:00-23.59)

Total Hours Calculate Duration

Comments Add comments here if necessary.

Duration

Supporting Documents

I Add Attachment | 10

10. |(Click the Add Attachment button to attach a File, URL, Short Text, or Long Text to the Premium
Request.
R12_WI_OTL_Premium_Pay_Request_Supervisor or 13
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Supervisor’s Entry of a Cumulative Request - Add Attachment

Add Attachment
Add Desktop File/ Text/ URL [ V]

Attachment Summary Information

Title

Description

Category Miscellaneous V|
Define Attachment

Type @ File C:\Users\| Documents\Absence Mgmt Prem P Browse...
O URL
(O Short Text

e

(O Long Text

11. |Click on the Browse button to locate the File to be attached to the Premium Request.

Note: In addition to selecting File; a URL, Short Text (message under 2000 characters) or Long
Text can be selected. The Title field is optional; however, if a title is entered it will override the
actual file name in the attachment display.

“y Confirmation

Attachment Airline Ticket and Itinerary.docx has been added successfully but not committed; it would be committed when you commit the rest of the current transaction.

Canc Save  Next

Supporting Documents

Add Attachment |
Title 2 Type & Description - Category - Last Updated By - Last Updated - Usage - Update Delete

Airline Ticket and Itinerary.docx File Miscellaneous SERVICE.STEVE 21-Apr-2016 One-Time Ve ‘j

Return to Summary Page

12. |Click the Next button to move the Premium Request into the review stage, or Save the request to
keep the request for a later submission.

A Confirmation statement reads: “Attachment Airline Ticket and Itinitary.docx has been added
successfully, but not committed, it would be committed when you commit the rest of the
current transaction.”

Note: The request must be submitted by clicking the Next button or saved for a future submission
in order for the attachment to be committed to the request.

R12_WI_OTL_Premium_Pay_Request_Supervisor or 14
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Supervisor’s Entry of a Cumulative Request

Cancel Save Next

Employee Time User TMA

Employee Details

Employee Name SERVICE, STEVE TMA Employee Number 13024
EMail Address STSERVICE.DHA MIL Business Group Defense Agencies Initiative Business Group
Supervisor HARDY, ROBIN TMA Organization DHA BUSINESS INTEL _ ANALYTICS - M333000

Premium Request Details
Review all the information and click on "Submit" to submit the request for approval

Request Type Cumulative
Premium Code CB - Travel Comptime Earned

Duration StartDate 23-May-2016 End Date 24-May-2016
Start Time End Time

Total Hours 1

Comments Add comments here if necessary.

Supporting Documents

Title - Type ~ Description - Category ~ Last Updated By ~ Last Updated Usage -~ Update Delete

Airline Ticket and Itinerary docx File 21-Apr-2016

Approver Details

HeS&vym
Name Employee Number Organization Email Address BusinessGroup
HARDY, ROBIN TMA 13023 DHA BUSINESS INTEL _ ANALYTICS - M333000 RHARDY@DHA MIL Defense Agencies Initiative Business Group

13. |Click the Submit button to submit the Premium Request for approval.

a) Click the Cancel button to remove/delete the Premium Request. If this option is selected,
a warning message displays allowing the cancelation to be reversed.
l. Click the Yes button to continue with the cancelation
. Click the No button to return to the previous screen.
b) Click the Back button to return to the previous screen.

‘% Confirmation
The premium request has been submitted successfully for approval.

Premium Requests Summary Page

14. |Review the Confirmation screen on the Absence Requests Summary Page stating “The
premium request has been submitted successfully for approval”.

Result

Congratulations! You have successfully created a Cumulative Premium Request for an employee.

R12_WI_OTL_Premium_Pay_Request_Supervisor or 15
Timekeeper.docx



Premium Pay Request —Supervisor -Timekeeper Bﬂf

Defense Agencies Initiative

Supervisor’s Entry of a Daily Request

Start the task using the following responsibility and menu path:
Responsibility: OTL Supervisor Approver

Menu Path: DAI Premium Management

4 OTL Supervisor Approver TMA

= Advanced Worklist

E DAl Premium Request I

ime Entry
= Timecard Status Dashboard
E DAl Absence Management

4 Reports

() © * %, | Logged In As HARDY.ROBIN.LOU »[

OTL Supervisor Approver TMA

People in Hierarchy
) ﬁ v

Expand All | Collapse All

P
Action

Focus Name Assignment Number Job Department

) HARDY, ROBIN TMA

2. |Click the Arrow icon to the left of the Supervisor's name to display the list of employee’s for whom
you can create Premium Requests.

R12_WI_OTL_Premium_Pay_Request_Supervisor or 16
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People in Hierarchy

S8y

Expand All | Collapse Al

SERVICE, SCOTT TMA

SERVICE, SIMON TMA

Return to Main Page

Supervisor’s Entry of a Daily Request
QT

OTL Supervisor Approver TMA

Assignment Number

13024
13027
13028

13030

Job

Accounting (0510).0510
Accounting (0510).0510
Accounting (0510).0510

Accounting (0510).0510

Department

DHA BUSINESS INTEL _ ANALYTICS - M333000
DHA BUSINESS INTEL _ ANALYTICS - M333000
DHA BUSINESS INTEL _ ANALYTICS - M333000

DHA BUSINESS INTEL _ ANALYTICS - M333000

Logged In As HARDY.ROBIN.|

3.

Click the

expansion icon to view the subordinates of the Supervisor.

People in Hierarchy

CRo

Expand All | Collapse Al

1
&

Focus Name

4 HARDY, ROBIN TMA
@ 4 SERVICE, STEVE TMA
SERVICE, SALLY TMA
SERVICE, SAMANTHA TMA
SERVICE, SUSAN TMA
SERVICE, STAN TMA
SERVICE, SCOTT TMA

SERVICE, SIMON TMA

Return to Main Page

M OTL Supervisor Approver TMA

Assignment Number

13024
13025
13026
13029
13027
13028

13030

Accounting (0510).0510
Accounting (0510).0510
Accounting (0510).0510
Accounting (0510).0510
Accounting (0510).0510
Accounting (0510).0510

Accounting (0510).0510

Department

DHA BUSINESS INTEL _ ANALYTICS - M333000
DHA BUSINESS INTEL _ ANALYTICS - M333000
DHA BUSINESS INTEL _ ANALYTICS - M333000
DHA BUSINESS INTEL _ ANALYTICS - M333000
DHA BUSINESS INTEL _ ANALYTICS - M333000
DHA BUSINESS INTEL _ ANALYTICS - M333000

DHA BUSINESS INTEL _ ANALYTICS - M333000

Logged In As HARDY.ROBIN.LOU ‘E

Action

iy

s

13

4. |(Click the Action icon for the desired employee.
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Supervisor’s Entry of a Daily Request

Premium Requests Summary Page
Employee Details

Employee Name SERVICE, SALLY TMA Employee Number 13025
EMail Address SERVICESA@TMAMIL

Group Defense Agencies Initiative Business Group
Supervisor SERVICE, STEVE TMA Organization DHA BUSINESS INTEL _ ANALYTICS - M333000

Premium Request Summary = Accrual Balances

Simple Search

Type [v] Status [v]
From Date Y To Date e
Go Clear
Premium Requeg
ST Date Duration (Hours) Request Type Premium Code Status Attachments  Details Update  Withdraw

No results found.

Return to Previous Page

5. |Click the Create Request button to begin the Premium Request process.

Supervisor’s Entry of a Daily Request

Select Request Type, Premium Code, and enter any other information you want to record for your premium request.
Indicates required field

Cumulative
Dail Request Type

* Request Type

* Premium Code

5 * Start Dat(CB - Travel Comptime Earned
uration CE - Compensatory Time Earned (Scheduled)
Start Tim( 5 _ Overtime Scheduled
Date Format: D QU - Overtime Unscheduled Piarniiat e
Total Hours Calculate Duration
Comments

6. |Click the drop down arrow in the Request Type field and scroll to select “Daily”.

a) Click the drop down arrow in the Premium Code field and select the desired value.

R12_WI_OTL_Premium_Pay_Request_Supervisor or
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Supervisor’s Entry of a Daily Request

Select Request Type, Premium Code, and enter any other information you want to record for your premium request.
* Indicates required field

* Premium Codé ertime Unscheduled E

* Start Date  02-May-2016 (&  *EndDate 02-May-2016 (@

Start Time 1500 End Time 1600
Date Format: DD-MON-YYYY (1m), Time Format: HH24:MI (00:00-23.59)

: A N
Total Hours Calculate DuratiV

Duration

Comments

7. a) Enter the Start Date and End Dates in the format DD-MMM-YYYY or use the
Calendar icon to select the appropriate dates.
b) Enter the Start Time and End Time in Military Hours format.(00:00-23:59)

Select Request Type, Premium Code, and enter any other information you want to record for your premium request.
* Indicates required field
* Request Type Daily EJ
* Premium Code OU - Overtime Unscheduled v

* Start Date  02-May-2016 G  *End Date 02-May-2016 [

Start Time 1500 End Time 1600
Date Format: DD-MON-YYYY (12-AUG-2014), Time Format: HH24:MI (00:00-23.59)

Duration

Total Hours I Calculate Duration

Comments

8. |Click the Calculate Duration button to calculate the total hours to be generated by the employee’s
Premium Request.

R12_WI_OTL_Premium_Pay_Request_Supervisor or 19
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Supervisor’s Entry of a Daily Request

Cancel Save

Select Request Type, Premium Code, and enter any other information you want to re
* Indicates required field

* Request Type Daily l]
* Premium Code OU - Overtime Unscheduled l]

* Start Date  02-May-2016 [ * End Date 02-May-2016 (@

Start Time 1500 End Time 1600
Date Format: DD-MON-YYYY (12-AUG-2014), Time Format: HH24:MI (00:00-23.59)

Duration

Total Hours |1 Calculate Duration

Comments

9. Click the Next button to process the validations for the Premium Request.

a) Click the Save button to keep the Premium Request for a future submission. The screen
will return to the Premium Requests Summary Page and the saved request will be listed
at the bottom of the page

b) Click the Cancel button to remove/delete the Premium Request. If this option is selected,
a warning message will display allowing the cancelation to be reversed.

l. Click the Yes button to continue with the cancelation
. Click the No button to return to the previous screen.

R12_WI_OTL_Premium_Pay_Request_Supervisor or 20
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Supervisor’s Entry of a Daily Request

Cancel

Employee Details

Employee Name SERVICE, SALLY TMA Employee Number 13025
EMail Address SERVICESA@TMA MIL Business Group Defense Agencies Initiative Business Group
Supervisor SERVICE, STEVE TMA Organization DHA BUSINESS INTEL _ ANALYTICS - M333000

Premium Request Details

Review all the information and click on "Submit" to submit the request for approval

Request Type Daily
Premium Code OU - Overtime Unscheduled

Duration Start Date 02-May-2016 End Date 02-May-2016
Start Time 1500 End Time 1600

Total Hours 1

Comments

10. Click the Submit button to send the Premium Request notification to the Supervisor for approval.

a) Click the Cancel button to remove/delete the Premium Request. If this option is
selected, a warning message will display allowing the cancelation to be reversed.
l. Click the Yes button to continue with the cancelation
. Click the No button to return to the previous screen.
b) Click the Back button to return to the previous screen.
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Supervisor’s Entry of a Daily Request

% Confirmation

The premium request has been submitted successfully for approval}
Premium Requests Summary Page

Employee Details

Employee Name SERVICE, SALLY TMA Employee Number 13025
EMail Address SERVICESA@TMA MIL Busi Group Defense Agencies Initiative Business Group
Supervisor SERVICE, STEVE TMA Organization DHA BUSINESS INTEL _ ANALYTICS - M333000

Premium Request Summary

Create Request | '« £F v [i
Start Date End Date Duration (Hours) Request Type Premium Code Status Attachments Details Update Withdraw

02-May-2016 02-May-2016 1 Daily OU - Overtime Unscheduled Pending Approval = V4 m

11. |Review the Confirmation screen on the Premium Requests Summary Page stating “The
premium request has been submitted successfully for approval”.

Result

Congratulations! You have successfully created a Daily Premium Request for an employee.

R12_WI_OTL_Premium_Pay_Request_Supervisor or 22
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Modify a Premium Request for an Employee

Start the task using the following responsibility and menu path:

Responsibility: OTL Supervisor Approver

Menu Path: DAI Premium Management

| 4 OTL Supervisor Approver TMA |

= Advanced Worklist

I — DAI Premium Request I

= Time Entry
—J Timecard Status Dashboard
—| DAI Absence Management

> Bm Reports

Modify a Cumulative or Daily Premium Request
M OTL Supervisor Approver TMA A © *x ., | LoggedInAs SERVICE.STEVE 4

Assignment Number Job Department Action

B

2. Click the Arrow icon to expand the list of employees.
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Supervisor — Modify a Premium Request
AT
L <

People in Hierarchy

n{}'

Expand All | Collapse All

OTL Supervisor Approver TMA

7

Focus Name Assignment Number Job Department Action
4 SERVICE, STEVE TMA

SERVICE, SALLY TMA 13025

i3
Accounting (0510).0510

DHA BUSINESS INTEL _ ANALYTICS - M333000
SERVICE, SAMANTHA TMA 13026 Accounting (0510).0510

DHA BUSINESS INTEL _ ANALYTICS - M333000
SERVICE, SUSAN TMA

i3
13029 Accounting (0510).0510 DHA BUSINESS INTEL _ ANALYTICS - M333000 IS
Return to Main Page
3. |Click the Action icon for the desired employee.
Wi Employee Time User TMA

A O x ., |
Premium Requests Summary Page

Logged In As SERVICE.SALLY -{
Employee Details

Employee Name SERVICE, SALLY TMA

Employee Number 13025
EMail Address

SERVICESA@TMA MIL Business Group Defense Agencies Initiative Business Group
Supervisor SERVICE, STEVE TMA Organization DHA BUSINESS INTEL _ ANALYTICS - M333000
Premium Request Summary = Accrual Balances

Simple Search

Type V] Status
From Date

To Date

&

Go Clear
Premium Request Summary

Create Request | = '« & v [ill

Start Date End Date Duration (Hours) Request Type Premium Code Status Attachments Details Update Withdraw
02-May-2016 02-May-2016 1 Daily OU - Overtime Unschedulli ~ Approved &= 7 I}
Return to Previous Page
4. |(Click the Update icon to open an “Approved” Premium Request.

Note: If a Premium Request is Pending Approval or has been Withdrawn, the Update icon is
grayed out and is unavailable.
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Modify a Cumulative or Daily Premium Request

Select Request Type, Premium Code, and enter any other information you want to record for your premium request.
Indicates required field

* Request Type

* Premium Code [0S Overtime Scheduled

SigeEpesinressnesinecuied
* StartDate  02-May-2016 (& *Enwzme fe
Duration
Start Time 1500 End Time 1600

Date Format: DD-MON-YYYY (12-AUG-2014), Time Format: HH24:MI (00:00-23.59)

Total Hours |1 Calculate Duration

Comments

5. |Click the drop down arrow and scroll to select the desired Premium Code.

Modify a Cumulative or Daily Premium Request

Cance

Select Request Type, Premium Code, and enter any other information you want to record for your premium request.
Indicates required field

* Request Type Daily
* Premium Code OS - Overtime Scheduled

* Start Date  02-May-2016 [ *End Date 02-May-2016 [

Start Time 1500 End Time 1600
Date Format: DD-MON-YYYY (12-AUG-2014), Time Format: HH24:MI (00:00-23.59)

Duration

Total Hours 1 Calculate Duration

Comments

6. |Click the Next button to continue with the submittal of the modified Premium Request.
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AT
Defense Agencies Initiative ‘

Modify a Cumulative or Daily Premium Request

Cancel kN Submit
Employee Details

Employee Name SERVICE, SALLY TMA Employee Number 13025

EMail Address SERVICESA@TMA.MIL

Supervisor SERVICE, STEVE TMA
Premium Request Details

Business Group Defense Agencies Initiative Business Group

Organization DHA BUSINESS INTEL _ ANALYTICS - M333000

Review all the information and click on "Submit" to submit the request for approval.

Request Type Daily
Premium Code OS - Overtime Scheduled

Duration Start Date 02-May-2016 End Date 02-May-2016
Start Time 1500 End Time 1600

Total Hours 1

Comments

7. |Click the Submit button to send the Premium Request to the Supervisor for re-approval. .

Modify a Cumulative or Daily Premium Request

Iy Confirmation

The premium request has been submitted successfully for approval.
Premium Requests Summary Page
Emp oyee Detans

Employee Name SERVICE, SALLY TMA Employee Number 13025
EMail Address SERVICESA@TMA MIL
Supervisor SERVICE, STEVE TMA

Business Group Defense Agencies INgative Business Group
Organization DHA BUSINESS INTE[y ANALYTICS - M333000
Premium Request Summary = Accrual Balances

Simple Search

Type [v] Status
From Date Y To Date
Go Clear

Premium Request Summary

Create Request | v £ v [0l

Start Date End Date

Duration (Hours) Request Type Premium Code Status Attachments Details Update Withdraw
02-May-2016 02-May-2016 1 Daily OS - Overtime Scheduled Pending Approval 1= 7 @
Return to Previous Page
8. |Review the Confirmation screen on the Absence Requests Summary Page stating “The
premium request has been submitted successfully for approval”.
Result

Congratulations! You have successfully modified a Premium Request for an employee.

R12_WI_OTL_Premium_Pay_Request_Supervisor or 26
Timekeeper.docx



Premium Pay Request —Supervisor -Timekeeper Bﬂf

Defense Agencies Initiative

Withdrawal of a Premium Request for an Employee

Start the task using the following responsibility and menu path:
Responsibility: OTL Supervisor Approver
Menu Path: DAI Premium Request

I‘ - OTL Supervisor Approver TMA I

= Advanced Worklist

~) DAI Premium Request

= Time Entry
) Timecard Status Dashboard
—| DAI Absence Management

4 Reports

Supervisor — Withdrawal of a Premium Request

M OTL Supervisor Approver TMA A O Kk ¥, logedinAsSERVICESTEVE 4

People in Hierarchy

oAt
Expand All | Colla
&
Focus Assignment Number Job Department Action
ERVICE, STEVE TMA i
Return to e

2. [Click the Arrow icon to expand the list of employees.
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Premium Pay Request —Supervisor -Timekeeper Bﬂf

Supervisor — Withdrawal of a Premium Request
AT

ol Supervisor Approver TMA ) ® K %F . LogedinAs SERVICESTEVE

People in Hierarchy

S8y

Expand Al | Collapse All

Focus Name Assignment Number Job Department Action

SERVICE, STEVE TMA

SERVICE, SALLY TMA 13025 Accounting (0510).0510 DHA BUSINESS INTEL _ ANALYTICS - M333000
SERVICE, SAMANTHA TMA 13026 Accounting (0510).0510 DHA BUSINESS INTEL _ ANALYTICS - M333000
SERVICE, SUSAN TMA 13029 Accounting (0510).0510 DHA BUSINESS INTEL _ ANALYTICS - M333000 i3

Return to Main Page

3. |Click the Action icon for the desired employee.

Premium Requests Summary Page

Employee Details

Employee Name SERVICE, SALLY TMA Employee Number 13025
EMail Address SERVICESA@TMA.MIL Business Group Defense Agencies Initiative Business Group
Supervisor SERVICE, STEVE TMA Organization DHA BUSINESS INTEL _ ANALYTICS - M333000

Premium Request Summary = Accrual Balances

Simple Search
Type [v] Status [v]
From Date Y To Date Y

Go Clear
Premium Request Summary

Create Request |2 [« £ v [il
Start Date End Date Duration (Hours) Request Type Premium Code Status Attachments Details

02-May-2016 02-May-2016 1 Daily OS - Overtime Scheduled Rejected =

Return to Previous Page

4, Click the Withdraw icon.

Note: If a Premium Request is Pending Approval, the Update icon is grayed out and is
unavailable.
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AT
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Supervisor — Withdrawal of a Premium Request

i, Warning

Withdrawal of Premium Request

The selected premium request will be withdrawn. Do you want to continue?

5.

Click the Yes button to continue with the withdrawal, or click the No button to return to the previous
screen.

‘g Confirmation

The selected premium request is withdrawn successfully.

Premium Requests Summary Page
Employee Details

Employee Name SERVICE, SALLY TMA
EMail Address SERVICESA@TMA MIL Busi
Supervisor SERVICE, STEVE TMA

Premium Request Summary = Accrual Balances
Simple Search

Type [v] Status
From Date

o

To Date
Go  Clear

Premium Request Summary

Create Request | 2 o £ v [il]

Start Date End Date Duration (Hours)

02-May-2016 02-May-2016 1

Request Type Premium Code Status

Attachments Details Update Withdraw

Daily OS - Overtime Scheduled Withdrawn =

Return to Previous Page

6. |Review the Confirmation screen on the Premium Requests Summary Page stating “The
premium request is withdrawn successfully”.
Result

Congratulations! You have successfully withdrawn a Premium Request for an employee.
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Synchronize a Premium Request to a Retro Timecard for an
Employee

AT
oL Employee Time User TMA SERVICE.SALLY 4]

Time

Recent Timecards Create Timecard | Templates

Review: SERVICE, SALLY TMA, 13025 )
Week Starting Sunday, March 20 2016
Timecard Period (days) 14
J
Comments Created using API: DAl ATG process
EHO Shift Code Last Hour Sun, Mar  Mon, Mar ) Sat, Apr Total
ket = Type Code  Override Ind 20 21 02
MA_CIVPAY_16DHASD7704 2016 MGMT ACTIVITY RF - Regular First Shift Wage Grade 8 )
MA_CIVPAY_16DHASD7704 2016 MGMT ACTIVITY OS - Overtime Scheduled 2
.
o il o
p Show Timecard Attachments )

Retumn to Recent Timecards

Preface:
An existing Approved timecard shows Premium Hours were recorded, however, a Premium Request

was not created. The steps below will create a Premium Request to synchronize back to this previously
approved timecard.

Start the task using the following responsibility and menu path:
Responsibility: OTL Supervisor Approver
Menu Path: DAI Premium Request

4 OTL Supervisor Approver TMA I

= Advanced Worklist

I = DAl Premium Request I

= Time Entry

= Timecard Status Dashboard

= DAl Absence Management

4 Reports
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Defense Agencies Initiative

Supervisor - Synchronize a Premium Request to a Retro Timecard
OTL Supervisor Approver TMA ) ® K LF . LlogedinAs SERVICESTEVE  f)

People in Hierarchy
BEo R

Expand All | Collapg

Assignment Number Job Department Action

RVICE, STEVE TMA B3

2. |[Click the Arrow icon to expand the list of employee names.

® * ﬁ w Logged In As SERVICE.STEVE

-
ﬂtl.

OTL Supervisor Approver TMA ()

People in Hierarchy
CRo I

Expand All | Collapse All

Focus Name Assignment Number Job Department

SERVICE, STEVE TMA

SERVICE, SALLY TMA 13025 Accounting (0510).0510 DHA BUSINESS INTEL _ ANALYTICS - M333000

SERVICE, SAMANTHA TMA 13026 Accounting (0510).0510 DHA BUSINESS INTEL _ ANALYTICS - M333000

SERVICE, SUSAN TMA 13029 Accounting (0510).0510 DHA BUSINESS INTEL _ ANALYTICS - M333000 e

Return to Main Page

3. |Click the Action icon for the desired employee.

Premium Requests Summary Page

Employee Details

Employee Name SERVICE, SALLY TMA Employee Number 13025
EMail Address SERVICESA@TMAMIL i Group Defense Agencies Initiative Business Group
Supervisor SERVICE, STEVE TMA Organization DHA BUSINESS INTEL _ ANALYTICS - M333000

Premium Request Summary = Accrual Balances

Simple Search

Type [v] Status [v]
Y To Date Y
Go  Clear
ummary
Create Request S & v [
End Date Duration (Hours) Request Type Premium Code Status Attachments Details Update Withdraw|
02-May-2016 02-May-2016 1 Daily OS - Overtime Scheduled Withdrawn =

Return to Previous Page

4. |(Click the Create Request button to display the “Enter Premium Request Details” screen.
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Premium Pay Request —Supervisor -Timekeeper Bﬂf

Supervisor - Synchronize a Premium Request to a Retro Timecard

Premium Request Details

Select Request Type, Premium Code, and enter any other information you want to record for your premium request.
* Indicates required field

* Request Type
Cumulative
Daily

* Start Date | CB - Travel Comptime Earned

Start Time

* Premium Code

Duration

CE - Compensatory Time Earned (Scheduled)
OS - Overtime Scheduled
Date Format: DD-MON-YYYY (#]OU - Overtime Unscheduled Premium Code i

Total Hours Calculate Duration e

Comments

5. |Click the drop down arrow in the Request Type field and scroll to select “Daily”.

a) Click the drop down arrow in the Premium Code field and scroll to select the desired
value.
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Defense Agencies Initiative

Supervisor - Synchronize a Premium Request to a Retro Timecard

Premium Request Details

Select Request Type, Premium Code, and enter any other information you want to record for your premium request.
* Indicates required field

* Request Type Daily
* Premium Code  OS - Overtime Scheduled

* Start Date  21-Mar-2016 (g *EndDate 21-Mar-2016 (@

Start Time 1600 End Time 1800
Date Format: DD-MON-YYYY (12-AUG-2014), Time Format: HH24:MI (00:00-23.§9)

Duration

Total Hours Calculate Duration

Comments |

6. Enter the Start Date and End Dates in the format DD-MMM-YYYY or use the Calendar icon to
select the appropriate dates.

Premium Request Details

Select Request Type, Premium Code, and enter any other information you want to record for your premium request.
* Indicates required field
* Request Type Daily EI
* Premium Code OS - Overtime Scheduled

* Start Date  21-Mar-2016 [ *EndDate 21-Mar2016 (@

Start Time 1600 End Time 1800
Date Format: DD-MON-YYYY (12-AUG-2014), Time Format: HH24:MI (00:00-23.59)

Duration

Total Hours 2 Calculate Duration

Comments

7. |Click the Calculate Duration button to calculate the total hours to be generated on the employee’s
Premium Request.
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Premium Pay Request —Supervisor -Timekeeper
Defense Agencies Initiative

D

Supervisor - Synchronize a Premium Request to a Retro Timecard
Premium Request Details

Select Request Type, Premium Code, and enter any other information you want to record for your premium request.
Indicates required field

* Request Type Daily E

* Premium Code OS - Overtime Scheduled

[V]

* Start Date  21-Mar-2016 (@  * End Date
Duration

21-Mar-2016 Y
Start Time 1600 End Time 1800

8. |Click in the Comments section and add a message stating this is a Premium Request being
synchronized to a previously approved timecard.
Cancel Save Next
Premium Request Details

*

Select Request Type, Premium Code, and enter any other information you want to record for your premiu
Indicates required field

* Request Type Daily v

* Premium Code OS - Overtime Scheduled

V]
*
Start Date
Duration

21-Mar-2016 (Y
Start Time

* End Date
1600

21-Mar-2016 g
End Time 1800

Date Format: DD-MON-YYYY (12-AUG-2014), Time Format: HH24:MI (00:00-23.59)
Total Hours 2 Calculate Duration

Comments

This is a Premium Request being synchronized to a previously approved
timecard.

Click the Next button to process the validations for the Premium Request.

Note: The timecard must be in an approved status with the premium hours entered prior to trying to
submit a retro premium request.
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D

Supervisor - Synchronize a Premium Request to a Retro Timecard

request has been submitted successfully for approval”.

Cancel @ Back § Submit
Employee Details
Employee Name SERVICE, SALLY TMA Employee Number 13025
EMail Address SERVICESA@TMA.MIL Business Group Defense Agencies Initiative Business Group
Supervisor SERVICE, STEVE TMA Organization DHA BUSINESS INTEL _ ANALYTICS - M333000

Premium Request Details

Review all the information and click on "Submit" to submit the request for approval

Request Type Daily
Premium Code OS - Overtime Scheduled
Duration Start Date 21-Mar-2016 End Date 21-Mar-2016
Start Time 1600 End Time 1800
Total Hours 2
Comments This is a Premium Request being synchronized to a
previously approved timecard.
10. |[Click the Submit button to process the Premium Request.
-y Confirmation
The premium request has been submitted successfully for approval.
Premium Requests Summary Page
Employee Name SERVICE, SALLY TMA
EMail Address SERVICESA@TMA MIL Group Defe Agencies Initiative Business Group
Supervisor SERVICE, STEVE TMA Organization DHA BUSRESS INTEL _ ANALYTICS - M333000
Premium Request Summary = Accrual Balances
Simple Search
Type E Status
From Date Y To Date
Go  Clear
Premium Request Summary
Create Request | = ' i
Start Date End Date Duration (Hours) Request Type Premium Code Status Attachments  Details Update  Withdraw
21-Mar-2016 21-Mar-2016 2 Daily OS - Overtime Scheduled ~ Pending Approval = m
11.

Review the Confirmation screen on the Premium Requests Summary Page stating “The premium

Result

to an approved retro timecard.

Congratulations! You have successfully submitted a Premium Request for an employee to be synchronized
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